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Introduction: 
 
 
 This document is designed to help the user understand the general features, 
functionality, and capabilities that exist in all of the Actuate reports developed by the 
Division of Substance Abuse & Mental Health.    
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Section I – Navigating Through A Report 
 
 
 Navigation through a report can be accomplished with five different options 
displayed on its Button Bar.  The options are:  
 
[1] Going to the First page in the report.   
 To enact this option, simply click on the “First” button. 
 
[2] Going to the Previous page. 
 To enact this option, simply click on the “Second” button. 
 
[3] Going to the Next page. 
 To enact this option, simply click on the “Next” button. 
 
[4] Going to the Last page. 
 To enact this option, simply click on the “Last” button.  
 
[5] Going to a specific page number.   
 To enact this option, type the desired page number in the text box provided and 
click on the “Goto” button. 
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Section II – Searching Through A Report 
 
 The Actuate reporting tool possesses the ability for a user to select search criteria 
within a given report and then have it display the desired information.  Once the search 
criteria have been created, they appear as hyperlinks on the left hand side of the web 
browser.  The user can enact a search by clicking on the desired hyperlink as described 
in this section. 
 
The following instructions describe how to search for data 
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1. Click on the 
Search button. 

2. Click on the data 
fields that should be 
included in the 
search. 

3. Click on the 
Search Now button 



 

4. Click on the 
hyperlink for the 
specific item that is 
desired in the search.
 
Actuate will then 
take the user to the 
page in the report 
which contains the 
data selected in the 
search.  
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Section III  - Downloading Data From A Report 
 
 The Actuate reporting tool possesses the ability for a user to download the data 
that is contained in a specific report.  However, even though Actuate does allow for data 
download, the user should exercise some caution in regard to making expectations or 
assumptions about what will be downloaded.  First of all, the possible set of data that 
can be downloaded is exclusively limited to the specific range of data the report 
contains.  Second, the download is also limited to the data items the user selects from 
the data range.  Consequently, if the user identifies a report that contains the data they 
want and then selects the specific data items in Actuate’s Search feature (see Section II – 
Searching Through A Report), then the download will present the desired information. 
 

Once the data has been downloaded, it can be viewed in a software product such 
as Microsoft Excel   
 
 
The following instructions describe how to Download data as a comma or 
tab delimited file. 
 
 
 
 
 
 
 
 
 

 

1. Click on the 
Search button. 
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2. Click on the data 
fields that should be 
included in the 
search. 

3. Click on the 
Search Now button 

4. Select type of 
download file you 
want.  Then click on 
the Go button. 
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5. Click on the Save 
button. 

6. Select a location 
to save the file.  Onc
the file has been 
saved, navigate to it 
and open it with the 
software package of 
your choice. 

e 



Section IV – Saving The Report As A PDF File 
 
 An Actuate report can be recreated as a PDF file that the user can store, print, or 
email to another user.   
 
 
The following instructions describe how to save a report as a PDF file. 
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1. Click on the 
Download/Print  
button. 

3. Click on the Save 
PDF button. 

2. Click on All 
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4. Select a location 
to save the file.  Onc
the file has been 
saved, navigate to it 
and open it with the 
Adobe Acrobat 
Reader software. 

e 



Section V – Printing The Report 
 
 An Actuate report can be printed directly from the user’s web browser.  However, 
if the user utilizes on the web browser’s built in print capability, then only the single 
page of the report displayed on the browser at the moment the print job is sent to the 
printer will appear on paper.  If the user desires to print the entire report, then they 
must use Actuate’s Download/Print function. 
 
The following instructions describe how to print an entire Actuate report. 
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1. Click on the 
Download/Print  
button. 

3. Click on the View 
PDF button. 

2. Click on All 
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5. Click on the Print 
button. 
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